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Procedures for
Ordering and
Procurement of
Chemicals

The achievement of safe handling, use, and disposal of hazardous
substances begins with the persons who requisition such substances and
those who approve their purchase orders. These persons must be aware of
the potential hazards of the substances being ordered, know whether or
not adequate facilities and trained personnel are available to handle such
substances, and should ensure that a safe disposal route exists.

Before a new substance that is known or suspected to be hazardous is
received, information concerning its proper handling methods, including
proper disposal procedures, should be given to all those who will be
involved with it. If the distribution system involves receiving room or
storeroom personnel, they should be advised that the substance has been
ordered. It is the responsibility of the laboratory supervisor to ensure that
the facilities are adequate and that those who will handle any material
have received proper training and education to do so safely.

For a large number of substances, Material Safety Data Sheets (OSHA
form 20), which give physical property data and toxicological information,
can be obtained by request to the vendor. However, the quality and depth
of information on these sheets varies widely. For substances for which
such sheets are not available, e.g., research chemicals usually sold in small
quantities, the manufacturer, if contacted directly, will usually provide
whatever health and safety information is available.

The U.S. Department of Transportation (DOT) requires that shippers
furnish and attach department-prescribed labels (see color insert) on all
shipments of hazardous substances. These labels indicate the nature of the
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